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Schedudle Drilly

CUSTOMER SUPPORT

Customer Care: (785) 339-3540 Ext. 1

Email: Direct-Access@hrsic.uscg.mil

On-line Help: http://cgweb.uscg.mil/g-w/hrsic/Direct-Access
or http://www.uscg.mil/hg/hrsic/ (Click on the PeopleSoft links)
Self-Service Tutorials:
http://www.uscg.mil/hg/hrsic/training/

SCHEDULE DRILLS — Reservist Self Service

> Duty which can be scheduled:
e IDT
e Appropriate Duty (Readiness Mgmt Period (RMP))
¢ Funeral Duty

> Replaces:
e IDT Drill Orders (Screen Print)
« UAR
e SDA-II R985

> Entering and maintaining scheduled drills for the entire year
enables reservists, their command and the Reserve Program’s
Funds Manager to make better management decisions.

> The reservist, a Command User or PERSRU may schedule or
edit a drill up to the drill day. After the drill day, only a
Command User or PERSRU may complete, edit, un-excuse or
cancel the drill.

> When reservist schedules a drill the status will be “Mbr
Requested”. (7his is the only status available to reservist.)

> A Command User may “authorize” a drill by changing the
status to "Pending”. A Command User may schedule a drill
for the reservist and set the status to “Pending” indicating it
is “authorized”.

> If reservist edits a drill after it is “authorized” (Pending), the
status returns to “"Mbr Requested”.

> The path to access Schedule Drills is: Self Service >
Employee > Tasks > Schedule Drills

> Review the information on the Schedule Drills home page and
click on Add/Schedule New Drill to schedule a drill.

@ orlSsi Home > Self Service > Employee >
B Tasks > Schedule Drills

TTe T

Haome = Self Serice » Emplovee >
This screen shows total number of drills authorized, drills
completed in JUMPS, drills scheduled in the system and
drills remaining.

* PAID DRILL INFORMATION: +
Completel in JUMPS Schedulad in COHRMSE: 2

Duty
Type

G0 HRBIC IDT

Schedule Drills

Ermnployee Narme

DT Authorized: 52 Remaining: &0

< 4

Begin Date/ Time  End Datei Time  Type Pay  MealElig Status

Department

04/20/2002 7:30AM D4/20/2002 430PM Multiple  Full Mbr Rost

[Click on AddlScheduIe]

New Drill to schedule a

new drill.

Details of all drills are displayed in
this section.

SCHEDULE DRILLS — Reservist Self Service

> Pay Code: Full = Multi ¢« Half = Single *+ None
» Time (display purpose only):
¢ Single IDT — 4 or more hours
¢ Multiple IDT — 8 or more hours
¢ Readiness Management Period — 3 to 24 hours
¢ Funeral Honor Guard Duty — 2 or more hours
> Meal Eligibility (only for multiple IDT):
« Officers — None
« Unit has galley — Messing Available
. Cqmmuters arrivin Qilght before drill.
1* Day — Al + 2" Day — Breakfast and Lunch
. Stta% overnight between drills. i
1* Day — Lunch and Supper ¢ 2" Day — Breakfast and Lunch
» Worked past 1800 — Supper
e Local reservists and commuters not staying overnight — Lunch
> Enter your Supervisor’s Employee ID number in the Supervisor ID
field. On exiting the ID field, their email address should appear in the
Email address field. If their email address does not appear, enter
their email address. After the drill is saved, an email notification is
automatically sent to the supervisor indicating you have
scheduled/modified a drill. Note: Your supervisor must have
Command User access (role) to authorize, complete, edit or
cancel your drill.

» Department ID — Do not choose 002037 (Unknown Unit). It requires
manual intervention at HRSIC to pay the reservist.

Home = Self Service = Emplayee = Tasks = Schedule Drills

Schedule P~ - ——
Schedul Enter Begin date. Tip: Display
a calendar by clicking on the

Employee| calendar button.

Schedule Drills
Detail Screen

Enter end time.

Enter begin time.

*Bagin Date/ Time: 0461 12002 Bl emme:  |04/1202002]  «
*Duty Type: Muttiple 7 Drill Status:  Mbr Rst

“Department; | 123456 Q)

For Duty Type, Drill Type,
Pay Code, Meal Elig, Duty
Purpose 1 and Duty
[~ |[Enter your Supervisor's Employee ID} Purpose 2, click on each

*Pay Code:

*Duty Purpose 1:

Supervisor ID: I

Email Address:

number or click on 1he magnifying drop-down arrow and
|glass to lookup their number. select the appropriate
item. Change Department
if applicable.

Comments:

If your Supervisor's email address is
entered in CGHRMS, the email

address will automatically appear. If
their email address does not appear,

enter their email address.
\_

EDIT DRILLS — Reservist Self Service

» Once a drill is entered, you may edit the drill by clicking on the
Edit button to the right of the scheduled drill. Note: After the
drill day, only the supervisor or PERSRU personnel (providing
they have Command User or PERSRU access) may edit the drill.

Edit Page

Remaining: 50
|= {1061 B 7
Begin Date/ Time End Date/ Time  Type Pay Meal Elig Status Edit

Mbr Rgst Edit

~“Click on the Edit button to the right of
the drill you want to edit.

» Once Edit is selected, the Schedule Drills Detail page will
appear. (Same page as the schedule drills page. Refer to the
picture above.)

Enter Comments

Save | (optional).

Click Save.

Employee Namme

PAID DRILL INFORMATION:

IDT Authorized: 52 Completed in JUMPE: Scheduled in CGHRMS: 2

Duty
Type
CG HRSIC DT

Department

0452002002 7:30AM 0420/2002 4:30PM Multiple  Full

> Update the information and Save. A Save confirmation will
display. Click OK.
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http://cgweb.uscg.mil/g-w/hrsic/Direct-Access
http://www.uscg.mil/hq/hrsic/
http://www.uscg.mil/hq/hrsic/training/

SCHEDULED DRILLS — Command User and SCHEDULING DRILLS FOR MULTIPLE
PERSRU RESERVISTS WITHIN A DEPARTMENT
» Supervisors with Command User or PERSRU access (role) may: > Supervisors or PERSRU personnel with Command User access or
e “Authorize” a drill by changing the status to "Pending”. rpgslzsr‘\F/{igt: giegﬁenlf%: ERedlic hesamedrifommuitpie
* §F$::‘rﬁ:lcilrl1"$ i?] dcilcréltlirfoﬁttils‘i;.tar?:rli;’éfjt and set the status to » If possible, locate your Department ID number. If you do not
9 . 9 : : know your Department ID number, you may perform a search by
« Complete, Edit, Un-excuse or Cancel a scheduled drill. entering criteria in the Description field. Refer to the On-Line
Commands may view each member’s (within the department) access HelpfoSinsHeRoRon performlng_a Seaieln .
Sroles) by running the following Quer'x. _ » The system does not automatically send an email
From the Honzle Page, click on PeopleTools and then click on notification to each reservist. If notification is required it is
5. Srggs h(gescggrc(l)mngu'tton. up to the command to determine the procedure for notifying the
3. Select CG_Dept_Role_Qry (#33) reservists of the scheduled drills.
g' Pressdv'e‘" Rgz/mts z”tm"' o ) eting form Ca > Path for Supervisor's (Command Users): Self Service >
ommands may a revoke membpers access completing rorm i i
HRSIC-7421/2 (Jser Authorization/Revocation. Fax thg com%leted form to Manager > Tasks > Schedule Multiple Drills = =
;1785) 339-3772. The form can be found at: > Path for PERSRU’s: Develop Workforce > Administer Training
ttp:/ /www.uscg.mil/hq/hrsic/Forms.htm. (GBL) > Use > Schedule Multiple Drills
> Path for Supervisor's (Command Users): Self Service > Schedule Multiple Drills
Manager > Tasks > Schedule Dirills Find an Existing Value
> Path for PERSRU’s: Develop Workforce > Administer Training coid s
(GBL) > Use > Schedule Drills Deparment | — (Enter Department ID number.]
Scheduls Drills Descriation < b OR N
Find an Existing Value Comuany [ Enter criteria using the wildcard (%) to
9 - Location 821D = search by Description (ex: %ISC or %AIR
I— Enter Employee ID number in Location Code a or %GROUP) Refer to On-Line Help for
e e the EmplID field. — Budgstwith Department: instruction on performing a search
Empl Red Nbr:l_ ! OR ,I Administrative Target Unit; l_ \ : )
Marme I <€ Enter criteria using the wildcard (%) to search Operational Faciliy Coder |
testhame: [ ] by Name or Last Name. Refer to On-Line DepartmentType Cade: | Q)
SetlD: [ \Help for instruction on performing a search. Search | [Tl
Department: I =Y - 'OR' <:|C|IC|( Search.
Natonaii, - IAEETED é Enter SSN in the National ID field
Job Fanity a L ) > After selecting Search (as noted above), details of all drills for
Job Code: a Reservists in the department are displayed.
company. [ > Verify the Department ID and name.
searchllf—=1 Click Search. = =
> Click on Add/Schedule New Drill.
> After selecting Search (as noted above), the Paid Dirill — R
Information page will display. Verify the name of the reservist \ v Verify the Department ID and name.
(top left hand corner Of the page)' Rk Hame EmglD  Duty Typs Begin Date | Time End Date / Time  Type Pay eal Bl ‘Satus
> Click on Edit to the right of the drill you wish to authorize, 2 Ermloes o1 VTAG002 000k 0110207 oMt ful  neh  Corees
C0mp|ete, edlt, un-excuse or Cancel. OR N1 Erployes 8 107 OTZ00Z B.00AM 071002 400 Multiple  Full Lurch Pnarg
. - . . . AddiSehedule New Drill
> Eelgcé(r\%gtAdd/Schedule New Drill if scheduling a drill for the Click on Add/Schedule New Drill]_
i ' i > After Add/Schedule New Drill is selected (above), a page
» Click on Return to Search to search for another reservist. listing all reservists assigned to the department is displayed.
Ermployee arme > Enter the necessary information.
PAID DRILL IEORMATION: > Select reservists by clicking on the checkbox to the left of their
IDT Autharized: 52 Completed in JUMPS Scheduled in CGHRMS: 2 Remaining: 50 name, or |f schedu“ng the dr||| for a|| reservists in the
department, click on the Select All button.
epartme Duty egin e/ Time ni el Time e eal Elig us i . . . . . .
pevarimert Ty feenpaefime fbaefme Tne  Pay o Mealfly  Smue S > Click Save. A Save confirmation will display. Click OK.
CGHRSIC 0T 04/20/2002 7:30AM 0472002002 4:30PM Multiple  Full Lunch Mbr Rgst ﬂl
Click on the Edit button to the right of
the drill you want to edit or click on Dogartmant: EnlterdBe%in Eiatlf_/Time.thTip: I?is;()jlayba " ]
) Add/Schedule New Drill. -umn,,m...,;cien-ai. )% ing on Ie‘lx‘:‘(l')n T" u Onl- J=
( Click on each drop-
> After Edit or Add/Schedule New Drill is selected (above), the vavnwes BTy e | T gy s [l v down arrow and
Schedule Drills Detail page will appear. P— Mo %ﬂfyc%t;‘peeagfﬁf.‘}ggf

Tty urpos: -

Drill Status, Pay

{— = Code, Meal Elig, Duty
= Purpose and Duty

4—[Enter Comments (Optional).]J kPurpose 2. /

» The Schedule Drills Detail page is the same page as shown in
the previous section. Update or enter the necessary
information, then click Save.

Commuent: |

Refresh List |

» Be sure to enter the Reservist's Employee ID number in the
Send to Emplid field. On exiting the ID field, their email Sutcton Rk Name
address should appear in the Email Address field. If their email R
address does not appear, enter their email address. :

Department EmplD =]

s siication

Select the reservists you are scheduling the drill
for by clicking on the checkbox to the left of their
name, or if scheduling the same drill for all

» Click Save. A Save confirmation will display. Click OK. .

> Notification is automatically sent to the email address 6 rsesle”’tis;s""gmt‘ti” the department, click on the
entered (per instruction above) indicating a drill has been e elec ution.

scheduled/modified. 4—| Click Save.
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